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POLICY: .01 Employees may voluntar ily terminate from the
Laboratory by resignat ion or ret i rement.
Employees may be terminated because of reduct ion-
in-force (see AM 114);  for discipl inary reasons (see
AM 112);  for medical  reasons (see below) ;  because
of denial or  revocat ion of securi ty c learance (see
AM 702);  for unsat isfactory performance (see AM
109);  or from certain  types of long-term leave
without pay (see AM 318) .  Policy and procedures
rela ted to  termination of  short-and l imited-term
employees are in .07-.08 of this policy.

TERMINATION FOR .02 As a resul t  of an injury or i l lness ,  an employee may
MEDICAL REASONS: develop an impairment that prevents performance

of the essential  dut ies  of the  employee’s current
posi t ion.  The Laboratory at tempts to make work
adjustments or  to  provide reasonable
accommodation in accordance with AM 117,
Employees with Temporary Impairments,  and AM
118, Employees with Disabi l it ies .  A medical
terminat ion is  in i tia ted only af ter complet ion of  the
applicable procedures  in AM 117 or AM 118.
Employees should contact a Benefi ts Specialist  in
the Compensat ion and Benefits Group (HR-1) for
information on benefi ts that may be avai lable to
employees with  temporary impairments  or
disabi li t ies.  See also AM 313.

Use of Accrued Sick and .03 Laboratory pol icy permits the employee whose
Vacation Leave employment is terminated for medical reasons to

use a ll  accrued s ick and vacat ion leave before  the
effect ive date  of termination.  Laboratory employees
who are covered by a ret i rement plan should use a ll
accrued s ick leave before taking disabi li ty income.
Vacation may be used or paid on the termination
date a t the stra ight-time hourly ra te .  See also AM
313.

General Procedures .04 The employee’s group and divis ion,  working with
the Staff Relat ions Group (HR-8),  in i tia te the
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request for medical terminat ion. A terminat ion must
be reviewed by Laboratory Counsel (LC) and
approved by the Environment,  Safety,  and Health
Divis ion (ESH-DO) and the Human Resources
Divis ion (HR-DO).

!

SEPARATION OF SHORT-
OR LIMITED-TERM
EMPLOYEES:

Separation at End of .06 An employee who is h ired under a short- or
Assignment l imited-term appointment and whose appointment is

not extended must be terminated from Laboratory
employment as of  the  las t day of the appointment
unless there is an ear l ier termination.

NOTE:   The organizat ion must submit a
terminat ion Personnel  Action (PA) form to
complete  the terminat ion process.

Early Termination .07 Short- and l imited-term employees ( including those
in ful l -t ime,  par t-t ime,  and casual pay s ta tus)  serve
at will  and may be terminated at any time.  The
appropria te divis ion-level manager must review and
approve the  termination.  A l imited-term employee
is given at  least  15 days’  advance wri t ten not ice of
the terminat ion.  A short -term employee is  given at
least  5  calendar days’ not ice of the terminat ion.   !

Formal Complaints .08 An employee terminated f rom short- or l imited-
term sta tus may fi le a formal complaint under  AM
111 only i f  the complaint a l leges that
impermissible discr imination or  re ta lia t ion in
violat ion of law or Laboratory policy motivated the
terminat ion.

TERMINATION FOR CAUSE: .09 Policies and procedures covering the terminat ion
for cause of regular  employees are outl ined in  AM
112.
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TERMINATION FOR .10 Policies and procedures covering terminat ion for
UNSATIFACTORY unsat isfactory performance are outl ined in AM 109.
PERFORMANCE:

TERMINATION BECAUSE .11 The supervisor must not ify the Compensat ion and
OF DEATH: Benefi ts  Group (HR-1) immediate ly upon learning

of the death of an employee and also the Staffing
Group (HR-5) i f  the employee is a  par t icipant  in  a
Special Employment Program adminis tered by
HR-5. The organizat ion’s Human Resources
General is t  can provide assistance,  including
assis tance in completing the required PA.

REDUCTION IN FORCE: .12 The policy for reduct ion-in -force is out l ined in AM
114.

RESIGNATIONS AND .13 An employee,  excluding a Special Employment
RETIREMENTS: Program employee, who plans to  resign or re ti re

should submit a memorandum of resignat ion to the
manager a t least 14 calendar  days before
terminat ion.

Laboratory Property .14 Before termination,  employees must return a l l  on-
si te and off-si te Laboratory property that  has been
issued to them.  Such property may include office
and computer equipment,  sc ientif ic ins truments,
cel lular phones,  security badges,  property passes,
vehicle passes,  keys,  tools,  clothing,  books,  and
documents.  A property affidavit documenting the
complete  re turn must be s igned by the employee
and the responsible property adminis tra tor ,  who
physical ly ver if ies  the re turned property.

Final Paycheck .15 On terminat ion day,  the employee must be paid for
all  t ime worked ( including t ime spent in the
terminat ion process) during the  pay period and for
all  vacat ion earned through terminat ion day. See
.21.

SECURITY CLEARANCE .16 An employee’s security clearance is cancelled when
CANCELLATION: the employee terminates.  !   For  Laboratory

ret irees moving to an affi l iate  or Guest Scient is t
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posi t ion,  securi ty c learances are not terminated but
are transferred to the new category.

" " " " " " " " " " " " " " " " " " " " " " " " " " " " " " " " " " " " " " " "

PROCEDURES:

Personnel Action .17 All voluntary and involuntary separation actions
Forms require the supervisor  to submit  a PA. For

involuntary separat ion act ions,  consult the
appropria te AM subject.   See subjects l is ted in .01.

Termination Process .18 Any employee ( including regular ,  l imited-term,  and
short-term) who voluntari ly or involuntar ily
separates must  observe the following procedures

.19 New Hire and Termination Office — Terminating
employees must contact the New Hire and
Terminat ions Office in HR-5 at  least  14 calendar
days before  the terminat ion date to obtain complete
information on terminat ion procedures.  The
manager immediate ly forwards the employee’s
memorandum of resignat ion and a completed PA to
the appropria te Human Resources General is t .

.20 Physical Examination or Medical Consultation —
Arrangements must  be made with ESH-2 for  a
terminat ion physical or consultat ion at  least 14
calendar days before the terminat ion date .  The
necessi ty for,  and extent of,  this evaluat ion is
determined by such factors as date of las t
Laboratory physical examinat ion,  work his tory,  and
exposure his tory.

NOTE:   A physical  examinat ion or consulta tion
is not required for terminat ing Special
Employment Program employees,  except for
those who have a  Q clearance and/or  who are  in
the Postdoctoral Program.

Final Paycheck .21 The final paycheck is avai lable a t the BUS-1
Payrol l Team off ice on the day of terminat ion if  the
New Hire and Termination Office not if ies BUS-1
on the morning of that day that al l  of the necessary
procedures have been completed.

These procedures effective until further notice.
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Insurance and .22 See AM 501 and AM 502 for information on the
Retirement Benefits effect  of  termination on insurance coverage and

ret irement .  Terminating employees contact the
Compensation and Benefits Group as part  of the
terminat ion process.

http://admin-manual.lanl.gov:1500/pdfs/adm/am501.pdf
http://admin-manual.lanl.gov:1500/pdfs/adm/am502.pdf

